HOW TO REGISTER AS A VENDOR
WITH
MIAMI-DADE COUNTY




Registering in the Vendor Portal

1. Go to the following website address:
http://www.miamidade.gov/localvendor
2. Click “REGISTER NOW”

Three easy steps to do business with Miami-Dade County

Register for your all-access pass to do business with the County. It's free.

— B
Vendor Registration BidSync Prequalified Pools
Register here to become a County vendor. Sign up with Bidsync to bid on goods and Explore and join prequalified pools for

services. business opportunities.

$ REGISTER NOW SIGN UP NOW JOIN NOW



http://www.miamidade.gov/localvendor

3. Review the list of required documents prior
completing your registration

Register Online
Welcome to the Online Wendor Registration Site. In Order to enter into contract with
Miami-Dade County a firm must be fully registered.

Note: Online vendor registration requires a valid e-mail address.

Please review the following list of required documents prior to completing your
registration:

k3

Miami-Dade County current Local Tax Receipt (for vendors physically located
within Miami-Dade County)

# Certificate of Incorporation (if applicable)

# W-9 (or applicable IRS form)

* IRS letter 147C, verifying your business name and FEIM or any other preprinted IRS

form issued by the IRS identifying you
Final Summary pages must be notarized and attached to the online vendor
application (required to complete the approval of your application).

Miami-Dade County strongly recommends using a Federal Employer
Identification Number (FEIN) rather than a social security number for vendor
registration purposes. If you do not have an FEIN number, you can obtain one from
IRS. gov at no cost.

If you decide to use a social security number instead of an FEIN number, it may
be used for the purposes of verifying identity, maintaining vendor database, payment
processing and/or tax reporting to government agencies. In accomplishing these
purposes, the number used (o register with Miami-Dade County may be fransmitied
internally within the various departments and divisions of Miami-Dade County and
externally fo the Infernal Revenue Sernvice. This statement conceming the purposes
for collection of a social security number is provided pursuant to section 112.071(5)(a)
2., F.5.
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Vendor Contact
Registration Us

Welcome to Miami-Dade County's Vendor Portal. Vendors must complete the General Business Information and the Commodities sections in order to receive
notice of current solicitations. After completion of these two sections, an automatic notification will be forwarded to the email address provided under the General
Business Information section notifying you that the account has been created and needs activation. After login, you will have the opportunity to fully register by
completing the rest of the registration application to be processed by Miami-Dade Procurement. To receive email notifications of business oppertunities that are
available with Miami-Dade County, please Register with BidSync through www.BidSync.com by choosing the "Register for Free" option.

Vendors are not required to fully register to receive solicitation notices or submit a proposal. Vendors must be fully registered in order to receive a bid award.

~
‘&_, General Business Information
Business Name, Physical Addresses, Contact Information and profile information.

\I’ Commodities

Identifies the goods and/or services the company can supply to Miami-Dade County.

Note : Before you register, Go to the [s My Company Registered to search if your company is already registered with Miami-Dade County.
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= * Indicates required fields.

5. Enter all information requested on page.
a. Make

sur e

to click o

» Enter Business Information and Commoedities. Click on Create Profile in the Commeodities section to save your profile. You will loose the changes if Create Profile button is not

clicked.

Business Information Commaoditi=s

* User ID:

* Password:

* Confirm Password:

* Security Question:

* Business Mame:

Doing Business As:

If same as business name leave blank.

Physical Address

Enter the physical address for main office.
* Street: z Strest

* Country:

UNITED STATES -

must be B-50 chay

curity Answer

* I the Mailing Address the same as the Physical Address? O Yes O No

Contact Information

Information provided in this section will be used for all communication between the firm and Miami-Dade County.

* First Name:

Title:

Length of emnail address must be less than or equal to 40 characters.

* Emaik
* Phone No.: e P —
Toll Free No. Ex: 9999599959
Fax Mo

Ex:- 9999999939

* Last Name:

Extn.: Ex: 9939

Ex.: 9999

* ZipCods:

ML




Commod.i

0 N MakeAue d click on
“create profile

Vendor Vendor
Home Registration

« * Indicates reguired fields.
= Enter Business Information and Commodities. Click on Create Profile in the Commadities section to save your profile. You will loose the changes if Create Profile button is not
clicked.
Business Information Commedities

Enter a commedity code or commodity description to find the relevant commaodities.

Search Clear Refresh Awailable Commodities
Avzilable Commodities Selected Commodities
Code Description Code Description
005 ABRASIV ~
00505 s EQUIPMENT AND TOOLS
FIBER,
00514
00521 ABRASIVES, SANDBLASTING, METAL
ABRASIVES, SANDBLASTING, METAL
o ABRASIVES, SANDBLASTING [OTHER THAM
o METAL)
ABRAS] SOLID: WHEELS,
00556 ABRASIVES, TUMBLING (WHEEL)
GRINDING AND POLISHING COMPOUNDS:
CARBOAUNDU
W

PUMICE STONE

Create Profile




Make sure to click on the “Act

Tue 7/17/2018 12:08 PM

dpmannouncementl@miamidade.gov

Activation Link for Vendor Registration from Miami-Dade County

To  Cummings-labossiere, Jeanise (IS0)

Dear Jane Doe,

Please click on the activation link or paste it in to your web browser to activate your account.

Business Name: | OUTREACH

Domng Busmness
As:

User ID: | outreachevent

Activation Link: | https:/www. miammdade. sov/vendorWNewVendor/ConfirmVend or?token=Eb7am6Q Wyd 0ad8b6G Em¥ g2

If you have not requested the activation link, please contact vendor services at 305-375-5773 or ISDPMVENDOR @miamidade.gov

Note: This e-mail message was sent from a notification-only address that cannot accept mcoming e-mail Please do not reply to this message.

Fegards,

Vendor Services Section,

Procurement Management Services Division,
Internal Services Department,

Miami Dade County.
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WELCOME !

Your account is activated.

You have successfully provided information to start receiving current advertised solicitations from Miami-Dade County for the selected commodities.

Please login to continue with the registration process. Should you decide not to continue with the registration process at this time, you can always access your account from

http://www.miamidade.gov/Procurement .

The following documents are required and must be uploaded in order to complete the vendor registration application :

« Miami-Dade County current Local Tax Receipt (for vendors physically located within Miami-Dade County)

= Certificate of Incorporation (if applicable)

» W-9 (or applicable IRS form)

« IRS letter 147C, verifying your business name and FEIN or any other preprinted IRS form issued by the IRS identifying your business name and FEIN.

Note:
Commencing January 21, 2014, Miami-Dade County advertises all competitive solicitations for goods and services issued under the Procurement Management Division of the Internal
Services Department through the BidSync Electronic Bidding System. There is NO CHARGE TO VENDORS for use of this service. If you have not already done so, register with BidSync
through www.BidSync.com by choosing the “Free Registration” option. Miami-Dade County does not endorse BidSync subscription services besides the FREE service provided by
BidSync for Miami-Dade County business.




9. Login with your
then click on Login

Vendor, Po
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Welcome back to Miami-Dade County's Vendor Portal. As a registered vendor you now have the option to update

your vendor profile or just view your current information as recorded in our database. As always, you are only a click
way (Message Center) from any assistance you may require from our professionals in PM. To receive email erIE:
notifications of business opportunities that are available with Miami-Dade County, please Register with BidSync i ‘
through www.BidSync.com by choosing the “Register for Free” option.
: ; : : 238 1 32 2 2 * Password:
To view and/or edit any information, please refer to the links identified on this page.
‘é: , Business Profile
Business Information, Affiliated Business Information, Organization Type & Org Type Details together form Login
General Profile.
; . Not Registered? Sign Up
E’ DS s Cannot access your Vendor Account?
Selecting the identified Commodities from the Available Commodities list, will help receive updates available
for the Commodities. Forgot Password?

/N Rucinace | aratinne
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Vendor Update Message Contact MIAMI-DADE
Registration Profile Center Us

Your vendor registration application with Miami-Dade County is Incomplete. Following sections with ‘%" should be completed before it can be forwarded to procurement for
processing. Please look into message center for any messages from Miami-Dade County Vendor Services Section.

ars
£

General Business Information X

This section allows for additional information such as Payment Remittance Address, additional Contact Information, Organization Type and Affiliated
Business Information, etc.

Affidavits X

Vendors must attest to all affidavits contained herein. Affirming to the Affidavits, provides a confirmation that each and every Affidavit was read and
agreed upon. The completion of this section allows for the requirements outlined in Section 2-8.1 of the Code of Miami-Dade County.

Commodities
Identifies the goods and/or services the company can supply to Miami-Dade County.

Documents ¥
List of documents to be uploaded where applicable.

Message Center (0 Unread Messages)
Communications between Vendor and Miami-Dade County Vendor Services Section.




Contact
Us

2. Affidavits Form

3. Commedity Codes 4. Documents/Addnl. Forms

2 dndicates reqiared fields

Business Information Part-1 Business Information Part-2

* Is the company based in the United States of America? O YesONo

Business Information

* Business
Name:
DBA:

OUTREACH

Website URL:

= Prysical 111 NW 1st Street, 13th Floor e

Address:

* Country: UNITED STATES o * State /
Province:

* Is the Mailing Address the same as the Physical Address? @ Yes O No

Enter the company address where payment of invoices is to be mailed.

* Is the Payment Remittance Address the same as the Physical Address? O YesO No

Affiliated Business Information

If same as above |eave
blank.

Ex.: http://www.website.com

Miami

Florida v “ZipCode: 53128 | - [ o000




12. Select File from your computer (must be PDF),
t hen

a . Make sure to click on “ Next?” button
Page

6. Notarized Summary page Click on the next button at the bottom of this page to view/print summary page . The notarized summary page must be attached in
this section to complete the registration application. Original Notarized Summary page must be attached to the online vendor application (Required to complete the
approval of your application).

Select file Upload File

List of Attached Files

|$ Next

click on *“Uplo

n
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13. Print Summary Page

sure to have “Summary

COUNTY

It is strongly recommended that you verify the details of each section. After verification is completed, click on the printer icon to print this summary page. The summary page
including Section 1, Section 2, Section 3, Section 4 and the notary must be signed/notarized and attached to the documents section in order to complete the registration
application. Click on the Submit button to submit the application to Miami-Dade County

Section 1. General Business Information

Business Name :
Doing Business As :
Website URL :

Is Company USA Based :

OUTREACH

Yes FEIN : 999999999

Physical Address :
Mailing Address :

Payment Remittance Address :

111 NW 1st Street, 13th Floor, Miami, FL, UNITED STATES 33128-0000
111 NW 1st Street, 13th Floor, Miami, FL, UNITED STATES 33128-0000

111 NW 1st Street, 13th Floor, Miami, FL, UNITED STATES 33128-0000

Primary Contact Person : Jane Doe Title :

Phone Number : 3053753833 Extension :

Toll Free Number : Extension :

Fax Number : Email Address : cumming@miamidade.gov
Secondary Contact Person : Title :

Phone Number : Extension :

Toll Free Number : Extension :

Fax Number : Email Address :

Page”

S

gne




1 4.

How to Upl oad

Access the Vendor Portal to complete your vendor registration

1. Go to http://www.miamidade.qgov/procurement/vendor-
reqistration.asp

2. Click on Incomplete Registration

Incomplete Registration

Check to ses if you have an incomplete registration profile with Miami-Dade

County. Flease use the User ID that was sent via e-mail and the password that you have
created.

If you do not have the User ID andfor password, please contact the Vendor Senvices
Section at 305-375-577 3 for assistance.

|$ Incomplete Registration



http://www.miamidade.gov/procurement/vendor-registration.asp

How t o Upl oad t heCo®u

3. Enter “User | D and Password”, then’
4. Click on “Vendor Registration”

5. Click on Tab 4. Documents/Addnl. Forms

6. Attach PDF *“Summary Page” under Nof
“Upl oad Fil e”

6. Notarized Summary page Click on the next button at the bottom of this page to view/print summary page . The notarized summary page must be attached in
this section to complete the registration application. Original Notarized Summary page must be attached to the online vendor application (Required to complete the
approval of your application).

Select file |$ Upload File

List of Attached Files

1 Notarized Summary Page.pdf X




15. How to Submit the Vendor
Registration Application

ck the “Submit? button

Submit

A Vendor Registration Submission e-mail will
be sent to the vendor.

Tue 7/17/2018 1:11 PM

dpmannouncementi@miamidade.gov
Vendor Registration Application Submission - OUTREACH
To Cummings-Labossiere, Jeanise (ISD)

C¢  PM Vendor Registration (ISD)

Dear Jane Doe ,

Thank yvou for submitting the vendor application with Miami-Dade County.

Miami-Dade County Procurement Vendor Services Section will contact thru the Message Center in vendor portal if any additional
information 1s required.

Once the Vendor Registration Application is approved a confirmation email will be sent to the primary contact email-address.
Thank yvou for your interest in doing business with Miami-Dade County.

Regards,
Vendor Services Section,

Procurement Management Services Division,
Internal Services Department.
Miami Dade County.




16. Review and Approve your Vendor Registratio
Application

1. Review Registration — if any additional information is required, you will be
notified via the message center.

2. Once approved, a confirmation e-mail will be sent to the primary e-mail
address.

Sent: Tuesday, July 17, 2016 3:00PM

T g0

Subject: Miami Dade County Vendor Registration Application - COMPLETE
Dear Jane Doe:,

Your vendor registration application with Miami-Dade County 1s completed. Please use the credentials below to login to the vendor portal and verify the information.

Business Name:  OUTREACH

Doing Business As:

FEIN: | **e5959

Vendor Portal URL:

UserID: | Outreachevent

| hitps//www.miamidade gov/vendorRetumingVendorR i miX Tpdv309nwimOMH6c A=
Reser Password: (This link will expire after password s reset)

The Intemal Services Department now sssues all competitive solictations for goods and services through the Bidsyac Electronic Procurement Tool. Vend register with Bidsync to 1z of solicitations, and to submit offers. There is no charge for use of this tool. You
may register through www.bid Sync.com by choosing the “Free Registration™ option.

Note: This e-mail message was sent from a notification-only address that cannot accept incoming e-mail Please do not reply to this message.

Regards,
Vendor Services Section,

Procurement Management Services Division,
Intemal Services Department,
Miami Dade County.




Contact Information:
111 NW 1st Street, 13! Floor
Miami, FL 33128

305-375-5773

-



mailto:dpmdept@miamidade.gov

Once you Register!!!
You can update your profile:

» Physical and mailing address
e Contact Information
 Owner Information

 Add new Commodity Codes
 Delete a Commodity Code




